
NOTICE - SOME ITEMS SUPERSEDED OR OBSOLETE 

Schedule Number: Nl-358-91-001 

Some items in this schedule are either obsolete or have been superseded by new 

NARA approved records schedules. This information is accurate as of: 12/28/2021 

ACTIVE ITEMS 

These items, unless subsequently superseded, may be used by the agency to 

disposition records. It is the responsibility of the user to verify the items are still 

active. 

All items not listed below are active. 

SUPERSEDED AND OBSOLETE ITEMS 

The remaining items on this schedule may no longer be used to disposition records. 

They are superseded, obsolete, filing instructions, non-records, or were lined off and 

not approved at the time of scheduling. References to more recent schedules are 

provided below as a courtesy. Some items listed here may have been previously 

annotated on the schedule itself. 

Item 2 is superseded by Nl-358-08-002, item 1 and Nl-358-08-008, item 1. 

Item 3 is superseded by Nl-358-08-002, item 2. 

Item 5 is superseded by Nl-358-07-001, item la and lb. 

Item 8 is superseded by Nl-358-08-007, Item 3. 

Item 7 & 13 are superseded by Nl-358-08-005, item 1 and Nl-358-08-006, item 3. 

Item 10 is superseded by Nl-358-08-006, item 4. 

Item 11 is superseded by Nl-358-10-002, item 3. 

Item 12 is superseded by Nl-358-08-006, item 5. 

Item 16 is superseded by Nl-358-95-001, item 1. 

Item 57 is superseded by Nl-358-08-006, item 9. 

Item 58 is superseded by Nl-358-08-006, item 7. 

Item 59 is superseded by Nl-358-08-006, item 8. 

Item 63 is superseded by Nl-358-08-006, item 10. 

NOTICE - SOME ITEMS SUPERSEDED OR OBSOLETE 
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LEAVE BLANK----,---:·�-.----:'- ---.---' REQUEST FOR RECORDS OSITION AUTHORITY -
JoB NO. tJ / -J.5f· 9/ ,- J(See Instructions on reverse) 
DATE RECEIVED 

TO: GENERAL SERVICES ADMINISTRATION . / /ilO
NATIONAL ARCHNES AND RECORDS SERVICE, WASHINGTON, DC 20408 //-- /.;;J -.., 

1. FROM (AGENCY OR ESTABUSHMENl)

Federal Maritime Co 
2. MAJOR SUBDIVISION 

Bureau of Administration In accordance with the provisions of 44 U.3.C. 3303a 
the disposal request, including amendments, is approved 
except for items that may be marked "disposition not

------------------------------1 approved" or "withdrawn" in column 10. If no records are 
3. MINOR SUBDIVISION proposed for disposal, the signature of the Archivist is not 

required.
Office of Information Resources Management 

4. NAME OF PERSON WITH WHOM TO CONFER 5. TEL EXT. 

M. Louise Butler 
Management Analyst 202-523-5835 

6. CERTIFICATION OF AGENCY REPRESENTATNE 

I hereby certify that I am authorized to act for this agency in matters pertaining to the disposal of the agency's records; 
that the records proposed for disposal In this Request of 5 page(s) are not now needed for the business of this agency 
or will not be needed after the retention periods specified; and that written concurrence from the General Accounting Office, 
if required under the provisions of Title 8 of the GAO Manual for Guidance to Federal Agencies, is attached. 

D. TITLE Director, Office of 

Information Resources Management 

9. GRS OR 10.ACTION 
SUPERSEDED TAKEN 

JOB (NARSUSE 
NO. CITATION ONLY) 

OFFICE OF ADMINISTRATIVE SERVICES 

1 PARKING PERMIT APPLICATION FILES contain FMC-190 
applications for employees and their carpool
members desiring agency controlled parking. These 
applications consist of the following information: 
names, office locations, and telephone numbers;
home addresses; make, year, model, and license 
number of vehicles. Files are arranged alpha­
betically by applicant name and space assignment. 

Disposition: Destroy after second overall 
reallocation of permits. 

OFFICE OF THE INSPECTOR GENERAL 

INVESTIGATIVE CASE FILES contain case files 
developed during investigations of known or 
alleged fraud and abuse and irregularities and 
violations of laws and regulations. Cases 
relate to agency personnel and programs and 
operations administered by the agency, includ­
ing contractors with others having a relation­
ship with the agency. This includes investiga­
tive files relating to employee and hotline 

ARCHIVIST OF THE UNITED STATES 

A. GAO concurrence:_ is attached; or .x_ is unnece sary. 
B. DATE 

11/13/90 

7. 
ITEM 

8. DESCRIPTION OF ITEM 
(With Inclusive Dates or Retention Periods) 

115-108 NSN 7540-00-t34-40M STANDARD FORM 115 (REV. 8-83) 
Prescribed by GSA 
FPMR (41 CFR) 101-11.4 
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9.7. 8. DESCRIPTION OF ITEM 
SAMPLE OR 10. 

JOB NO. ACTION TAKEN 
ITEM NO. (With Inclusive Dales or Retention Periods) 

complaints, and other miscellaneous complaint filei;.
Files consist of investigative reports and related 
documents, such as correspondence, notes, attach­
ments, and working papers. GRS Schedule 22, Item 

Disposition: a. Files containing information 
or allegations which are of an investigative natur•� 
but do not relate to a specific investigation. 
They include anonymous or vague allegations not 
warranting an investigation, matters referred to 
constituents or other agencies for handling,and
support files providing general information 
which may prove useful in Inspector General inves­
tigations.� Destroy when 10 vears old. 

All other investigative case files-
Place in inactive files when case is closed. Cut 

11 '" c.b. 

off inactive file at end of fiscal year.
Destroy 15 years after cutoff. 

3 AUDIT CASE PILES contain case files of internal 
audits of agency programs, operations, and pro­
cedures, and of external audits of contractors. 
Consists of audit reports, correspondence,
memoranda, and supporting work papers. GRS 
Schedule 22, Item 2. 

Disposition: Cut off at end of fiscal year
in which case is closed. Destroy 15 years after 
cutoff. 

BUREAU OP DOMESTIC REGULATION 

Office of Carrier and Service Contract Operations 

4 ANTI-REBATE CERTIFICATIONS contain carrier and 
freight forwarder annual certifications. 

Disposition: Retain in office for five years
and then destroy. 

5 SERVICE CONTRACTS contain service contracts (SC)
and Essential Terms Publications (ET). 

Disposition: Retain in office for 5 years
then microfiche. Microfiche to be retained for 
20 years. Destroy originals after microfiching
is completed and verified. 

Four copln, Including original, lo be aubmm.d to Iha National Archlvaa STANDARD FORM 115-A 
Revised July 1974 
Prescribed by General Services 

Admlnl11ration 
FPMR (41 CFR) 101-11.4 

115-203 
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3JOB NO. PAGE OF 5Req uest for Records Qisp osition Aut - Contin uation 
9.7. 8. DESCRIPTION OF ITEM 

SAMPLE OR 10.ITEM NO. (WUh Inclusive Dates or Retention Periods) 
JOB NO. ACTION TAKEN 

6 CARRIER CORRESPONDENCE FILES contain foreign and NCl-358 
domestic correspondence and memoranda, com­ 81-2/63 
plaints received from shippers, carriers,
terminal operators, etc. concerning problems 
relating to rate matters, disparities, tariff 
rules, classifications, etc. 

Disposition: Retain in office for five years
and then destroy. 

7 TARIFFS, FOREIGN AND DOMESTIC COMMERCE contain NCl 35-8 
freight tariffs, amendments, supplements, and � 
other documents submitted by carriers in 
accordance with Section 18(a), Shipping Act,
1916, as amended; Section 8(a), Shipping Act of 
1984; and section 2, Intercoastal Shipping Act,
1933. 

Disposition: (a) Microfilm - Documents will 
be filmed in duplicate. 

(1) Silver original -
Retain in locked file cabinet for security
storage purposes for 20 years from date of 
tariff cancellation. Then destroy. 

(2) Diazo Duplicate -
Retain as reference copy in Tariff Control 
Center for 20 years after date of tariff 
cancellation. Then destroy. 

(b) Original Tariffs -
Destroy in agency after inspection of micro­
film for adequacy of reproduction and cover­
age. 

8 FINANCIAL REPORT FILES contain Forms FMC- NCl-358 
377 and 378 and company-wide financial reports 81/2/80 
of domestic offshore steamship companies and 
audit reports filed by company name. 

Disposition: (a) Active carriers: Retain 
all copies of reports in office for 5 years
after filing, then destroy duplicates. 
Destroy when 15 years old. 

(b) Inactive carriers: 
Retain original or working copy for five 
years after carrier ceases activity, then 
destroy. 

115-203 Four cople■, Including original, lo be aubmlllad lo the National Archive• STANDARD FORM 115-A 
Revised July 197 4 
Prescribed by General Serv,ces

Admlnls1ratlon 
FPMR (41 CFR) 101-11.4 
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9.7. 8. DESCRIPTION OF ITEM 
SAMPLE OR 10.ITEM NO. {Wllh Inclusive Dales or Retention Periods) 

JOB NO. ACTION TAKEN 

(c) Significant carriers: 
Retain original or working copy of reports
in office for 15 years after filing, then 
destroy. (The significance of these 
reports is reviewed annually). 

9 FINANCIAL CORRESPONDENCE FILES contain 
correspondence with carriers and other 
Commission offices, including Investigation
and Suspension memos (I&S). Filed by firm 
name. 

Disposition: Close file when carrier termin­
ates business, then transfer to inactive file. 
Destroy when 5 years old. 

<'f,0,,,., _ 
tAil,fF f!1t.,1N6- ��('(' 

10 HCTIOH 35 EXBHP�IOIJ.-- FOREIGN AND DOMESTIC 
TARIFFS contain applications for exemption
of the tariff filin,9 requirements of the 
Shipping Act offT984. Files contain applica­
tions, recommendations, and related 
correspondence. 

Disposition: Retain in office for 10 years
after granting of exemption, then destroy. 

11 DELEGATION OF AUTHORITY, FOREIGN COMMERCE 
AND DOMESTIC contain the powers of attorney
to file tariffs, amendments, and revisions 
by other persons on behalf of parties subject 
to the Shipping Acts of 1916 and 1984, and 
the Intercoastal Shipping Act, 1933. �,.:,¥

""",11,,\' 
•Disposition: Destroy when the carrier 

I\ 

ceases 
operations. 

12 SPECIAL PERMISSION APPLICATIONS - FOREIGN AND 
DOMESTIC contain requests from carriers to 
deviate from the Commission's tariff filing
requirements and correspondence granting or 
denying such application. 

Disposition: Close file after Commission 
decision and maintain in office until 2 years
old. Transfer to WNRC and destroy when 10 
years old. 

Office of Terminal Operations 

13 TERMINAL TARIFF files contain terminal 
operator tariffs, amendments, and supplements
submitted by terminal operators in the domestic 
offshore commerce of the U.eS. pursuant to 

NCl-358 
81- -2/5!'­

s, 

"'".,J 

NCl-358 
81-2/56 

NCl-358 
81-2/50 

115-20:S Four oopln, Including original, lo be aubmm.d to 111• Nallonal Archive• STANDARD FORM 115-A 
Revised July 197 4 
PrMC�bed by General Services 

Admlnlstra1lon 
FPMR (41 CFR) 101-11.4 
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9.7. 8. DESCRIPTION OF ITEM 
SAMPLE OR 10.

ITEM NO. (With Inclusive Dates or Retention Periods) 
JOB NO. ACTION TAKEN 

Section 17, Shipping, 1916, as amended and in 
the foreign commerce pursuant to sections l0e(d) (1) 
and 17 of the Shipping Act of 1984. 

Disposition: (a) Microfilm - Documents will be 
filmed in duplicate. 

( 1) Silver original - Retaia 
in locked file cabinet for security storage 
purposes for 20 years from date of tariff cancella 
tion. Then destroy. 

(2) Diazo Duplicate - Retai1� 
as reference copy in Office of Terminal Operations
for 20 years after date of tariff cancellation. 
Then destroy. 

(b) original Tariffs - Destroy in 
agency after inspection of microfilm for adequacy
of reproduction and coverage. 

14 TERMINAL AGREEMENT CARDS - an alphabetical record NCl-358 
of agreements by filing party. 81-2/53 

Disposition: Keep in office as long as tariff 
and agreement files are retained, then destroy. 

BUREAU OF INVESTIGATIONS 
cO,"'" 

15 BUREAU READING FILES contain�all correspondence,
memoranda, etc. emanating from the Bureau. 

Disposition: Hold in office until 5 years old,
then destroy. 

OFFICE OF INFORMAL INQUIRIES AND COMPLAINTS 

16 CONSUMER AFFAIRS FILES contain correspondence NCl-358 
relating to consumer complaints against the 81-2/15
practices, methods, operations, and rate levels 
established by those engaged in foreign and 
domestic waterborne commerce and the disposition
of such complaints; and records incident to 
representing the Commission in dealing with 
industry, Federal, state, or local groups,
civic bodies, and consumer affairs. 

Disposition: Close file after disposition of 
complaint or inquiry. Hold in office 2 years,
then transfer to WNRC. Destroy when 4 years
old. 

Four coplea, Including original, to be eubmltted to the National ArchlvH STANDARD FORM 115-A 
Revised July 1974 
Prescribed by General Services 

Administration 
FPMR (41 CFR) 101-11.4 

115-203 




